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SURJTECT: Bvaluation

ngr sonnael

1. Purpose

Thiz Notice nprovides guidas
sibilitics For persounel evaluntilon

o, Definition of porsonncl Dvaluation : .12

a. Persomnel evaluatlon as tsed in the Bt
(;xbuvci)lﬂ thi supcrvisor's consilde red and JudLCJou <upr@¢331
of tha performance and cunabilitics of ench individual for whow
he is irsacdlately responsible. This evaluation is in terms of

the requirements ol the 1nd1v1duul’a current positiog anﬁ hig
poteptial for loug-torn sorvice with the Ageneyc\ t %s Ot a
performance or an orficicency rating in the sens that 1hd1v1d als
are comparcd on the basis of & predetarnined d.LL.jx ctival or
numcrical scale,

. The significance ol & P -sonnel cvaluation lies in the
cons tLuCLLVC uetion which will be token to develop sud use cach
individual's abilitics udd potentialities mont ofTactively.

3. hacd._u_ Tvalusthion

v,

a. Combinuing Doy-by-Day myvaluation

4L supervisor nust be continually cwave of the abilitios
and performance of cach POTHEN in his orpanization if he is
setively ho | hin to dovelop his skills and abilities The
inaiaht gu Ld from contimuing appraisels wiil cuable thc
superviacr to stimulote the produ Cbl”«bLE and Job confidence
of his people and vo develop teomwork wund pride in the organ-
izaticn.

b. Recording Dvaluatious

r"‘

In sdiition to @ﬁv-bv-ﬂuv guidnnce, it 1s 4ccvssvry that
e

periodic writton reports be prepared s nn ess element din
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each individual's carcer plan. The preparation of thosco reports
will serve periodically to focus the supervisor's attentiou on the
actual ondipotential contributions of each individual, Through
this process the supervisor acquires a systematlic inventory of
the humen resources within his unit,

k. Specific Uses of Personnel Evﬁluation

The uses of personnel cvaluntion inelude the following:

a, Idemtifyiug cach person's japtitudes, knowledges, skills
and interests; ‘

b. Promoting discussions between supervisors and those
supcrvised concerring work rerformance and carcoer development

Cv Increasing individual off
recting specific problems and def
development of desirable traits;

iciency by spotting und cov-
iecicncies oand helping in the

d. Serving as a basis for irdividual pluns for corcer
developnent;

¢, Identifying ouvstanding scorvice;

o Identifying individuals who fail to perform as effective

members o the organization; and

Lnig sassigiment, rotation,
romotion, demotion, separa ion and other Forral persornel actions,
2 2 . R

. Responsibiiitics of Tndividuals

Fach Individuol must undcrétand the resnonnibilitics
aud requiremcnts of his position. This is an inheront condition
ci' cmployment and imposes o responsibllity upon the individusl
to discuss with his dmmedinte supervigor any problom or une-
certainty which obscures his coviprehension of his work. This
docs not miuinize the respous oiiity of the supervisor for
eusuring that those whom ho supervisces are provided with full
information as to thoir Jobs, 4 e car understonding botween
the supervisor and the “ndividunl ib the result of o reciprocal
rolationship, and effcetive perforntdice by and developuaont
of the individual proceed from the bwo-~way commmunication
botween then.

r
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b.  Responsibilities of Supervisors
(1) Tumedizte Supervisor

The immediate svperviscr who assigns and reviews
the work of others bears primary responsibility for evaluating,
gulding and developing the potentialitics and capabilities of
those whonm he supervises, In order to record his evaluations
and recomnendations, he will prepare Personnel Evaluation
Reports as required.

(2) Reviewing Official

The supervisor next in line of authority above the
Smmediate supervisor is responsible for reviewing Personnel
ivaluation Reports., He will deterwine vhether they coniform
to pertinent Agency)palicy and regulations and will assist
in the effcctive use of the recorded information. He has
the additional responsibllity of ensuring that supervisors
wder his anthority ave effective in directing, leading,
evaluating and develoning thelr personnel.

c. Responsibilities of Office Cercer Service Boards

It is the responsibility of each Office Carcer Service
Board te review plans contained in the Persovnnel Evaluation Report
for the training, asslgnment, advanceument, rotatlon or promotion
of each individual falling within its Jurisdiction and to recom-
mend to the{Assistant Directsr ojDOffice head the action that

should be taken.

6. Types of Reports
a, Initial Reports

The supervisor will prepare a Personuel Evaluation Report
for each individual at the end of nis first nine months of service
with the Agency, exclusive of time that may have been spent in
provisioral status pending tfull scceurity clearance. Such a report
will be made regardiess of the lensth of time that the individual
has been under his immediate supervision.

&

. Annual Reports

The superviser will prepare a Personnel Evaluation Report
annually for each individual on the anniversary of his entrance
on duty unless a repert has been made within the three months

PNy
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prior to the analversary date. When ReCESDATY the due dote of
ancanuual report will be deferved until the individual has been
uader the supervisor's Jurisdiction for 90 days

c. dpecial Reports

The supervisor will prepare a Personncl Tvaluation Report
when an individual leaves the(ﬁgnhcy This report will include
the supe“vﬁsor‘s recommendation concérning his suitebility for
re-employment Such special reports shall be attached to the
Personncl Aﬁt1ow Reguest form when it is forwarded Lo the
Personnel Office. Special reports algo may be made whenever they
are administratively rcquired.

d. Reassigrment Reports

A Personncl Evaluation Poport will be preparcd for an
individvual whencver his supervisor 1B 10 be pernancntly. .changed.
Supervisors whe are to be reassipned will prepaye roports for
all porsons under tholr lmmediate Jurisdiction. Suncrvisors will
proepare roports for individuals who are to be reasgigned L“O”
thelr units. In case the lmmediate gupcrvisor is not available,
such recassiguiment rvevorts will be prbuared by the peroon next
in 11 w who has direct Inowle dpo of th@ “uu1v1dual‘" WOY k. @ﬂe—ﬁ@ﬂdﬁ—jf
g Director (Povsonm , :
f}‘ma;;g;ant temporary cxempltion from b}Lo onulr'ﬂﬁnt to SOGL_-¢C
organizational components .of—bke—fisereis L 7//’

e e e W EAW

7. reparation of R“yO“t" (See Mlow Chart ottached)

2. Prior to the date an initiali or unn1al Porsonnel
Evaluution Report iz due, the Personhel OF Cﬂ wiil notify
the Office concerned through the ofticinl designated DLy the

ffice to serve as its Bvaluations Orficer, with recponsibility
for administrative activitics comnected with the persomncl
cyzluation, progran.  The Bvaluctions! Officer will initicte
'165'552%%?&'37—151 by entering the Tdentifying dzta in
Ttems 1 throush 6 on the form and forvording it in duplicote
to thoe appropriate supervisor. un(c‘ﬁl roports may be initiatod
either by the Personnel OFffice or by the 0ffice concerned.
Rengsignment reports will be drltiated Ly the Office concorned .

b, The supervisor will furnish the form in duplicate to the
individnzal concerned who will complete Items 7 through 10. At
the time the supervisor trunsuits the fovm to the individual,
be will offer his assistance and coororation.
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c.. The supervisor will complele ITtems 11 through 18 and
will exercise counsidercd judzment in appraising the adequacy
of the work performed, the qual cationg of the individual
for his position and his potoenti tics for grentor scrvice
to the Agency. Upon completion of the evalustion, he will
forward the form %o the approprioste reviewing official,

d. Ttem 17 of the form provides a umeans for formalizning
warnings to individuals concerning ineffective porformsnce.
If it is the supcrvisor's considered opinion that the in-
dividual's work contribulion has been sufficicntly ineifective
to require adverse action, he will attach to each of the
copies of the Personnel Bvalustion Report o copy ol a warning
wemorandum, If thHe supervisor has not already glven the
iadividual such a memovanduwm, he will prepare one ol the time
the Report is made. Warning memorands will be coordinated
with the Personnel Off'ice before they are given to
individual., When attached to Persounel Evaluation i s,
they will serve to alert the Persounel Office and appropriate
Cavcer Service Boards to situstions reguiring spocicl attention.

oort with

e¢. The reviewing official will discuss the re
the supervisor in order to anslyze the results of the evaluation
and to determine whother wdditional action should he recommended
to dimprove or better utililse the individual's skills The
reviowing of'ficial also should discuse with the Immcdiate
supcrvisor any recomncudations which would assist supervisor
in carrylng out his 1e¢
process and In tuking appropriate action bosed on the evaluation.
Upon the counclusion of his roview and after discussion with the
supervisor, the reviewing off: i sign the form in
dupiicate and will forvard both copies to the supervisor.

8. The Interview

d.  Within onc weck after o Persoanel FEvaluation Report has
been reviewed by the reviewing official, or os scon thereafter
as . practicable the supervisor will interviev the individual
concerned to apprisce hinm of the evnlustion and to use the Report
as o basls for constructive discussion and planning.

b, The interview will have an important influence on the
relationship bolween the suvpewvisor and the individual., Therefore,
the supcrvisor should adapt his apurouch specifically to each
individual and plan the content and sequonce of the discussion
according to the personal relationship existing betw.on then.
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c. During the interview, the supervisor will discuss eoch

iten of the Report, Ho should encourage the individual to discuss
his understanding of his duties nnd respongibilities in order to
resolve any misunderstaunding of what i expected of him., He should
express recognition of the JquVldello strengths and work
achievements, Discussion of upor‘ﬁlc shortcomings should be

coupled with constructive vuhgustxon of mcnns by wb*ch the in=
dividual can imvrove hrimselfl with a35ﬂ"tance throvgh supervision,
rotation and training. In this gonnuctlon, he mnould GHCOUPGES
the individual to analyze any work, personal or othor situctional
factors which may have uffectcd hi$ performance. Before closing
tha interview, the supervisor ubould sumnarize the results of tho
discussion emphasizing thO course Of mutual action which has beon
developed to advance the lndlv*duu]’ affectiveness with the Agency.

9. Routing of Reports

2. Upon coupletion of the discussion with the individual,
the supervisor will sign both copies of the Report and submit
them to the Evaluatious Officer i

. He will retain the duplicate

copy and forward the orsgjndW to hﬁ Personnel Division, overt or
covert, within thirty days of the due date (the last dute covered
by the ovaluetion period)oxcept t@at trial period Reports will be
subnitted within Tifteca dayes of the due dnte, The duplicate copy,
which is retoined by the Gvalustions Officer, will be made available
to tie Office Career Servico Buari

b. The Personnel Of,l"v will roview the Persomucl Fvaluation
Report aud will consult the O.ilc« concerned with respect to
any activn which i.'L_,{"‘, s to be n'c«“;sa'w or desirable. The
original copy of the Personnel Rvglustion Report will be filed in
the individual's ofticial ﬂTfmmLIOHL&

c., I an individucl's perfoi“‘m is described as unsatis-
Tactory by the attochment of 2 woprning memorandum to his annual
Personnel Evaluation Repurt, the fact will be postﬂd to his

service record card by the Tl ‘

ansactions und Records Branch of

the appropriate Personncl Divioioﬂ. This will make the individual
incligible for a periodic pay -ineveass until his nert cunual
report is made. Advisory Avpeul Boards appointed and convencd

in accordance with, m will, at the individual's
request, re-cxomine officinl warning memoranda and recommend
action to the cppropriate offlcinis.

RESTRICTED
Security Inf¢rmation

Approved For Release 2001/07/31 : CIA-T?IfJ)PEO-M826R000400050001-6



Approved For Release 20Q1/07/31 : Claeremsgo=OTe 20 R000400050¢01-6

RBATRICIED e
Security Informatio
4"’
; ’/{
Y ST Ty 5]
10,  persconnel Evaluntlon ?t&c;rycrts;for’ Ficld Personncl
: g =
Personnel Evaluation R“_pouk*;/f oi .J.u.c.hvzl..dl,z:lf ‘:n,\.(r)”aw;t; z ;{.L £
in the field will be preparcd gnd Supmitted in conformance pen 1d
principles of this Notice. ngocﬁa}}{‘ea adapting th;s’prvx‘,z. o JLG b
sltuntions will be G.stab'J.:i.sh@/l‘,.f‘tl.l;’bugh. appropriate ficld instructlions.
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FOR THE DIRBCTOR OF CEI?WRAL THTELLIGENCE:

H
{
!

FOIAb3b

L. X. WHITE
Acting Deputy Direcctor
(sdministration)

DISTRIBUTION NO. 4

Attachments: Flow Chart
Porgonnel Bvalustion Report
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